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PURPOSE 
 
Use to: 
 
• Document reported changes and 
 
• Document other reported or gathered 

information that is pertinent to the case 
record. 

 
 
PROCEDURE 
 
Complete the case record name and the 
case record number. 
 
Document. 
 
File the Form 101-A in the case record. 
 
 
FORM RETENTION 
 
Maintain the records at least until the end of 
the third complete state fiscal year following 
the date on which the application is 
submitted. 

  

 
 


